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TENNESSEE PTA JOB DESCRIPTION 
PRESIDENT-ELECT 

 
The President-elect of the Tennessee PTA is accountable and responsible to the 
President, and in addition to performing the duties of the office as outlined in the bylaws, 
performs such other duties as determined and delegated by the President, Executive 
Committee and/or the Board of Managers to implement the goals of the Tennessee 
PTA.  The President-elect is to be responsible for proper procedure and confidentiality 
of privileged information. The President-elect is to keep informed about state and 
national PTA projects, programs, and legislative activities.  The office of President-elect 
shall be considered as the training for the presidency. 

 
The President-elect shall: 

 
1.  Upon request, serve as an assistant to the President. 

 
2.  Shall preside in the absence or inability of the President. 

 
3.  Assume office of President at end of term as President-elect. 

 
4.  Attend meetings at the request of the President. 

 
5.  Serve on Office Committee. 

 
6.  Serve as chairman of the Continuity Committee. 

 
7.  Serve as chairman of the Leadership Committee. 

 
8.  Be responsible for and serve as President of the Tennessee-At-Large Local 

Unit (TALL).  (Tennessee PTA Bylaws, Article VII, Section 10) 
 
9.  Present the Lois Jean White Leadership Enhancement Award and prepare the 

Leadership Achievement Certificates.  Maintain the necessary records that will 
determine a local unit’s eligibility for the Lois Jean White Leadership Enhancement 
Award.  Make the presentation of the awards at the Annual Awards Banquet. 

 
10.  Be a delegate to the National PTA Convention. 

 

11.  Attend the National PTA Legislative Conference, if funds are available. 
 
12.   Be responsible for collecting donations for the care fund at each 
      Board of Managers meeting. 
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13. After each Board meeting and once the minutes have been approved, make any         
      necessary changes and/or additions to job descriptions. 
 

14. Complete assignments between meetings of the Board of Managers to include 
conference call meetings and committee engagement. 

 
15. Submit articles for the Tennessee PTA Bulletin. 

 
 

PRE-REQUISITE FOR ELECTION: 
 

 
 

ARTICLE VII, Section 2, b - b. The nominee for President-elect shall have served at 
least two (2) terms on the Tennessee PTA Board of Managers, or at least one term on 
the Tennessee PTA Board of Managers and at least one term on the Board of 
Managers for another National PTA Congress. One of these terms shall be as an 
elected officer. 
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TENNESSEE PTA JOB DESCRIPTION 
Vice President of Child and Youth Advocacy 

 
The Vice President of Child and Youth Advocacy is to promote the personal, 
educational and social development of young people in Tennessee and to engage 
young people, address inequalities, value opinions and empower individuals to take 
action on issues affecting their lives, including health, education, employment and the 
environment, by developing positive skills and attitudes. 

 
The Vice President is accountable and responsible to the President, and in addition to 
performing the duties of the office as outlined in the bylaws, performs such other duties 
as determined and delegated by the President, Executive Committee and/or the Board 
of Managers to implement the goals of the Tennessee PTA.  The Vice President is to be 
responsible for proper procedure and confidentiality of privileged information. The Vice 
President is to keep informed about state and national PTA projects, programs, and 
legislative activities. 

 

 

The Vice President shall: 
 

 
1.  Preside in the absence of the President and the President-elect. 

 
2.  Identify areas to focus on in the area of advocacy and education and present an 

action plan on those findings. 
 

3.  Coordinate the work of the following committees: 

• Resolutions 

• State and Federal Legislative 

• Family and Community Engagement 

 

4.  Chair meetings with standing committee chairmen assigned to this division.  These 
meetings shall be opportunities for chairmen to discuss activities of their respective 
committees and share suggestions for changes or improvements. Meetings may be 
held by conference calls or may be division voting by email. 

 
5.  Encourage chairmen to fulfill their requirements to send in report forms, Bulletin 

articles and complete any and all committee assignments between board meetings. 
 
6.  Encourage chairmen to send committee minutes and agendas to committee 

members and to the vice president. 
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7.  Serve as the Education Committee Chair. 
 
8.  Continually support the quality and high standards of education in public schools by: 

 
a.  Encouraging the use of national and state projects and publications by 

parents and local units. 
 

b.  Explain the importance of having parents and leaders in attendance at 
local school board meetings. 

 
c.  Offering assistance to the State Department of Education and future cooperating 

agencies to serve on task forces, advisory councils, and fact-finding or study 
committees as assigned by the president. 

 
d.  Stressing the use of volunteers in reading programs, story hours, 

enrichment programs, and helping in the library thereby promoting literacy. 
 

e.  Addressing the need for rigor and relevance to all students comprising the 
Tennessee education system and the need for all skills learned to be transferred 
outside the walls of a high school. This includes any work- study programs and 
vocational classes. 

 
f. Making local units aware of the services we can provide: 

 
1)  Pamphlets and handouts from Tennessee PTA and National PTA as well as 

organizations that share our vision and have like purposes that are available 
and helpful. 

 
2)  Information on Legislative issues affecting our students and schools using 

platforms such as Voters Voice, social media, and email. 
 

3)  Workshops on current education trends and legislation that can be presented 
at general meetings or community events. 

 
 
9.  Complete assignments between meetings of the Board of Managers to include    
      conference call meetings and committee engagement. 

 
10.  Submit articles for the Tennessee PTA Bulletin. 
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TENNESSEE PTA JOB DESCRIPTION 
VICE PRESIDENT OF MEMBERSHIP AND OUTREACH 

 
The Vice President of Membership and Outreach is responsible for coordinating the 
work and field service in the regions and councils through the Region Directors and 
Council Presidents, for ensuring that an environment of diversity and inclusion is 
prevalent at the local unit, council and state level and for the retention of, and 
increase in PTA membership across the state. 

 
The Vice President is accountable and responsible to the President, and in addition to 
performing the duties of the office as outlined in the bylaws, performs such other duties 
is determined and delegated by the President, Executive Committee and/or the Board 
of Managers to implement the goals of the Tennessee PTA.  The Vice President is to 
be responsible for proper procedure and confidentiality of privileged information. The 
Vice President is to keep informed about state and national PTA projects, programs, 
and legislative activities. 

 
The Vice President shall: 

 
1.  Preside in the absence of the President, the President-elect, the Vice President 

of Child and Youth Advocacy, and the Vice President of Communications and 
Student Programs. 

 
2. Coordinate and oversee the work of the following: 

a. Region Directors 
b. Bylaws and Standing Rules 
c. Membership 

 

3.  Chair division meetings of the region directors and standing committee chairmen 
assigned to this division.  These meetings shall be opportunities for chairmen 
and region directors to discuss activities of their respective committees and 
regions, planning region conferences, sharing suggestions for changes or 
improvements and planning activities necessary to increase membership and 
support local units and Councils. 

 
4.  Work with each Region Director to write a region specific plan of work including 

goals, task to complete goals, timeline, budgets, and who is responsible for 
completing the goals. Update as needed. 

 
a. In conjunction with the President-Elect, implement the plans for Statewide 

Leadership Training 
b. Coordinate site location with the region directors. This to be completed 8 

weeks prior to convention, if possible 
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c. Coordinate all materials, flyers and communications to be sent 
out regarding Statewide Leadership Training for submission to 
the president 

d.  Prepare a report for submittal to the Board of Managers and   
      treasurer   
e. Coordinate with the Resource Development Chairman, the 

Treasurer, and the Leadership Chairman to ensure the needed 
resources for Statewide Leadership Training. 

 

5.  Encourage Region Directors and chairmen to fulfill their requirements to 
send in report forms, Bulletin articles and all committee assignments 
between board meetings. 

 
6.  Encourage Region Directors and committee chairmen to know when 

meetings of other organizations in their area to insure PTA representation. 
 

7. Work with Region Directors, the Local and State Relationship Committee Chair 
and the President to mentor new units and at-risk units. 

 
8.  Work with Region Directors to identify key areas for potential PTA growth 

 
9. Assist Region Directors in meeting with school administrators, community leaders      
     and parent groups to determine interest in establishing new units and clearly  
     presenting the advantages and benefits of PTA to schools, communities and/or  
     parent groups 

 
10. Prepare workshop and training materials on membership and PTA mission 

and value for councils and local units 

 
11. Communicate regularly, at least quarterly, with the Council Presidents 

 
12.  Attend region meetings when feasible in consultation with the President. 

 
13.  Serve on the Membership Committee. 

 
14. Submit articles for the Tennessee PTA Bulletin 

 
15. Review the Region Director Manual before the conclusion of the term and make 
      recommendations, if applicable. 

 
16. Complete assignments between meetings of the Board of Managers to include  
      conference call meetings and committee engagement. 
 














